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a i | / ; 25X1A 
ole GIG Administrative Order j "Dy » dated 7 August 19: 46, subject: 


i 
2, Effective immediately, Saturday, Sunday & Holiday duty will. be 


4 


\ 
perferned by a duty officer and an as ssistant who will be detailed by 


ak 


ie 
separate memoranda from tine to time.. 


y 


3. uty officers and their assistants will be on duty from 0930 until 
1709 on Saturdays, Sundays & Holidays. ‘The place of duty for the duty 25X1A 
officer. wil be Roor 2165, ee: assistant will 
ds in itcom 2168. However, when the Secretary to the Director is present, 
the duty officer may take station in any ‘other office of CIG and will be 
: . nobificd by the Secretary when it is a¢ tain necessary to take station in 
koom 2165. : 


lh. the duty officer will keep a gignature list of all persons entering | 25X1A 


4 


i 
and leaving offices of c1c in MM | ecoont delivery of 


i 


olsesified and unclassified material, acéept visitors to any office of enne, ; 
enaver oll calls coming in to Room 2165, anid will take such initiel steps 
as may he i ae in any case. iihen he ccems it necessary, he will 


notify the proper person relative to urgent, matters so that action may be 


tstsen. The pela function of “the assistant to the duty officer will be 


to. provide necessary aria and stonogyaph ic assistance. 


5. Tho Assistant Directors. of officés, Chief of ICAPS and Exccutive 
for Pee wild submit to the Secretary td the Director ee later than 1200 . 


hours on the § Priday pregeding Saturday br Sunday. duty, and not ates than 1206 ae 


PATINA RON ER enema serene ee ee imeem ee 


howrs on the. day preceding a holiday woke duty ) a stand-by list of two 
inaividnuals who can be contacted, together with their home address and home 
bjconone donte ns where ‘offices maintain a full-time duty officer “Ol A 
saturdays ij Sundays or Holidays ’ his na ame and. telephone nunbor may be sub— | 
int sed in Liou of the above. The Seerotary to hie Director will then n place . ae 
these address ses in ‘the autae officer's book high walt ats include a List 
Ae 08. au. per rs0is ‘entering offices on on Saturdays, pre copy of cre " Adninistrative 25X1A, 
mz! one ‘copy of cre, Security opaabion, RE STRICTED Serscnne). e es ; - zs 


" tosters, and necessary ‘telephone directorics. os 
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6. The duty officer or his assist t will peport to the Secretary to 
the Pirccter, Room 2165, at 1600 hours on tho Friday preceding Saturday and 
stngey duty or on tho day preceding’ holiday duty to be briefed relative to 
tho use of telephones and to reecive any special instructions relative to | 
; the Director's office, 

| Te Duty officers and assistants\ arc authorized to exchange tours of 
duty with other eppropriate personnel; however, responsibility rests with 
‘the individual detailed to report to the Executive for PRA by 1200 hours on 
Friday preceding the tour of duty the nan of the person to relicve him. 


\ 
8. The duty officer will make a thorough security check at 1700 hours 


25X1A 


of all offices in the hat have. been opened 


during the day in compliance with paragraph 10, Security Regulations, CIG. 25BX1A 
Any person who enters his office. in the 


purposes of work on Saturdays, Sundays; or Holidays will notify the duty 
officer, who for security purposes, will list the arrivals and departures 
in the duty officer's book. 

9. The duty officer's book wil 4 eontain nothing higher than RESTRICTED 
material and at the completion of opeh tour of duty, will be left on the 
desk of the Secretary to the Director in Room 2165 after which the room will 
be Locked.’ ALL other classified eareni a will be placed in the duty officer's 
personal safe at 1700 hours on the dey of duty and turned over to Sentral 
R-cords. for distribution by O845 the following normal work day» | 

LO. AIL helen personnel who are detailed for this duty will be 


given compensatory time off or will be paid overtime as elected by the 


‘ individual concerned consistent with Civil Service regulations. 


i 


25X1A 


: olonel, 
Executive for Personnel 
/ and Administration 


25X1A. 
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| CeL+G, ADNINTSTRATIVE ORDER NO. oe 
: | 2 3 | | 25X1A_ 
on Pe SATURDAY, SUNDAY & HoLrpay pury, 
oe tee : . 29X1A 
: ae Le GIG Administrative Order ated 7 August 1946, subject: vy 
"Saturday Duty, is rescinded. | 
eo Effective immediately, Saturday, Sunday & aid das duuy will be 
perferned by a duty officer and an assistant who will be detailed by 
svoarate memoranda from -time to time. 3 
3. Duty officers and their assistants will be on duty fron 0430 until 
1760 on Saturdays, Sundays & Holidays. ‘The place of duty for the duty — 25X1A 
officer will be Room 2165, ee the assistant will 
bs in Room 2168. However, when the Secretary to the Director is present, 
the duty officer may take station in any other office of CIG and will be 
nobatled by the Secretary when it is again necessary to take station in 
Koon 2165. | 
. Whe duty officer will keep a signature list of all persons entering 25X1A 


‘and leaving offices of CIG 1 ie accept delivery of 


elissiried and unclassified material, accept visitors to any office of CIG ; 
_. enaver oll calls coming in to Room 21 165, and will take Sitch initial steps 
#5 May 2 appropriate in any case. ‘hen he deems it necessary, he will 
' 3 cad 
4 


notify the proper person relative to urgent mattors.so that. action may be 


Uekane The primary function of the assistant to the duty officer will de 


to provide necessary clerical and stenographic as sistance. 


ga de Tho Assistant Directors of Offices, Chief of ICAPS and Executive 


for Pes will submit to the Secretary to. the Director not later than.1200 

hours. on the Friday pregeding eae or “Sunday duty, ‘and. not later’ than 12068 
hours on the day preceding a holiday tour of duty » a stand-by list of two | 
individuals who can be contacted, eather sith their home address and home 
‘telephone number. “Vhere of fices maintain a full—tine duty officer on 
Saturdays 3 Sundays or - Holidays, his name and telephone. number may be ‘ube 
eee in licu of the above. The Sceretary to ae Dincetor will then place 


: these addresses in the duty officer's book vthich will ea include a list 


NRC Bb MARIN FONSI LN SPR RPI RT AE A PN a eee Re ne 


of all persons ctitening offices on Saturdays » one copy er CIG - “Adninistrative PEXIA 


: over one “copy of orc. security Regulations, RUSTRIOTD per ‘somne nel. : 
Ss poaipemaie ar Ratead90 WOR FIA REPRO 10009089 2 a 
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6, The duty officer or his assistant will report to the Secretary to 


the Director, Room 2165, at 1600 hours on the Friday preceding Saturday and 


Sunday duty or on the day preceding holiday duty to be briefed relative to 


the use of telephones and to reccive any special instructions relative to 
the Director's office. 

7e Duty officers and assistants are authorized to exchange tours of 
duty with other sppropriate personnel; however, responsibility rests with 
the individual detailed to report to the Executive for P&A by 1200 hours on 
Friday preceding the tour of duty the name of the person to relicve him, 


8, The duty officer will make a thorough security check at 1700 hours 


of all offices. in the that have been opened 


25X1A 


during the day in compliance with paragraph 10, Security Regulations, CIG. 25X1A 


Any person who enters his office in he for 


purposes of work on Saturdays, Sundays, or Holidays will notify the duty 
officer, who for security purposes, will list the arrivals and departures 
in the duty officer's book. 

9. The duty officer's book will contain nothing higher than RESTRICTED 
material and at the completion of cach tour of duty, will be left on the © 
desk of the Secretary to the Director in Room 2165 after which the room will 
be locked. All other classified ater will be placed in the duty officer's 
personal safe at 1700 foun ok the day of duty and turned over to Central 
R-cords fee distribution by 085 the following normal work day's 


10. All civilian personnel who are detailed for this duty will be 


“piven compensatory time off or will be paid overtime as elected by the 


individual concerned consistent with Civil Service regulations. 


 25X1A 


olonel, 
Executive for Personnel 
and Administration 


_ Approved For Release 2001/05/01 : CIA-RDP81-00728R000100050043-2. 


- 25X1A 


25X1A 
25X1A 


25X1A 


25X1A 


e 


» Approved For Release 2001/05/01 : CIA-RD 000100050042 ~ _-. 
‘RESTRICTED : 


. | December 1946 
| Progen 


ofoleh he 


C. 


SATURDAY, SUNDAY & HOLIDAY DUTY, oh, 


1. CIG Administrative ordeal dated 7 August 1946, subject: 


"Saturday ' ee: rescinded. 2 
2e Effectiv ediately, Saturday, Sunday & Holiday duty will be 


performed by a duty officer and an assistant who will be detailed by 


separate memoranda from time to time. 

5. Duty officers and their assistants will be on duty from 0830 until 
1700 on Saturdays, Sundays & Holidays. The place of duty for the duty 
officer will be Room 2165, fe eee | the assistant will 

_be in Room 2168. However, when. the Secretary to the Director is present, 
the duty officer may take station in any other office of OIG an will be 
notified by the Secretary when it is again necessary to take station in 
Room 2165. . | 

4. The duty officer will keep a signature list of all persons entering 
and leaving offices of crG Te accept delivery of 
classified and unclassified material, accept visitors to any office of CIG, 
answer all calls ooming in to Room 2165, aad will take such initial steps 
as may be appropriate in any case. When he deems it necessary, he will 


notify the proper person relative to. urgent matters so that action may be 


taken. The primary function of the assistant to the ‘duty officer will be 


to provide necessary clerical and stenographic assistance. 

5. The Assistant Directors of Offices, Chief of ICAPS and Executive. 
£58 P&A will submit to the Secretary to the Director not later than 1200 
hours on the Pi day Greed ie Saturday or Suna, ehd age later than 1200 


hours on the day preceding a holiday tour of duty, a stand-by list of two 


* bas ee 
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| RESTRICTED | | 


individuals who can be contacted, together with their home address and home 


telephone number. Where offices maintain a full-time duty officer on 


mitted in lieu of the above. The Secretary to the Direntor will then place 
these addresses in the duty officer's book which will also include a list 
of all persons entering offices on Saturdays, one copy of CIG Administrative 


25X1A 
Order a: copy of CIG Security Regulations, RESTRICTED personnel | 


| 

| 

| 

. Saturdays, Sundays or Holidays, his name and telephone number may be sub-~ 

rosters, and necessary telephone directories. 

’ 6. The duty officer or his assistant will report to the Secretary to 

| the Director, Room 2165, at 1600 hours on the Friday preceding Saturday ani 
Sunday duty or on the day preceding holiday duty to be briefed relative to 
the use of telephones and to receive any special instructions relative to 
the Director!s office. 

7. Duty officers and assistants are authorized to exchange tours of 
duty with other appropriate personnel; however, responsibility rests with 
the individual detailed to report to the Executive for P&A by 1200 hours on 
Friday preceding the ae of duty the name of the person to relieve him. 

8. The duty officer will make a thorough security check at 1700 hours 


during the day in compliance with paragraph 10, Security Regulations, CIG. 


25X1A 
Any person who enters his office in the for 
eS SUNDAYS 0 cl : 7 
BAS _ purposes of work on Saturdays, will notify the duty officer, who for security 


purposes, will list the arrivals and departures in the duty officer's book. 
9. The duty officer's book will contain nothing higher than RESTRICTED 
material and a the completion of each tour of duty, will be left af the 
desk of the Secretary to the Deeetor in Room 2165. after which the room will 
be locked. All other classified material will be placed in the duty officer's 
“personal safe at 1700 hours on the day of duty and turned over to Central 
Records for distribution by 0845 the following normal work day. 
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‘10. All civilian personnel who are detailed for this duty will be. 
given compensatory time off or will be paid overtime as elected by the 


individual concerned consistent with Civil Service regulations. 
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SATURDAY, SUNDAY & HOLIDAY DUTY, 


co. 


1. CIG Acne ees Order #9, dated 7 August 1946, subject: 


20 Effective immediately, Saturday, Sunday & Holiday duty will be 


25X1A 


Maes. performed by a duty officer and an assistant who will be detailed by 


separate memoranda from time to time. 


ea | 3e Duty officers and their assistants will be on duty Tron 0630 until 

| | ~ 1700 on Saturdays » Sundays & Holidays. The place of duty for the duty 25X1A 
ies officer will be Room 2165, fe the assistant will 

| . be in Room 2168. However, when the Secretary to the Director is present, 

| : the duty. officer may take station in any other office of CIG and will be 

notified by the Secretary when it is again necessary to take station in 


Room 2165, Pe 


P| he The duty officer will keep a signature list of all persons entering Pen 
| | and Leaving offices of CIG in ee: aetept delivery of 
fe | } classified and unclassified material, accept visitors to any office of CIG , 
: _ answer all calls coming in to Room 2165, and will take such initial steps 
| as mage be eipeapriate in any case. ‘When he deems it necessary, he will . & 
| notify the propor person relative to urgent matters so that action may be 
taken. The primary function of the assistant to the duty officer will _ 


to provide necessary clerical and stenographic arate eee 


5. The peureteny Directors of Offices > Chief of ICAPS and Executive 
~ for P&A will submit to the Secretary to the Director not Later than 1200 — 
te > hours on the Friday progeiting Saturday or Sunday ana and nae later ian 1208 © 


hours on. the day preceding a holiday tour of duty, a stand-by ay of two 


indivi duals who can be. contacted, together with their fone address and home 
| - telephone: number. : “Where offices. maintain” a ud itime duty officer on | 
| a Saturdays . sundays or Holidays, his name ‘and Peveotions number may be sub 
“mitted i in licu of ‘the. above. The Secretary to. the Director will then place 
» these addresses: in “the duty officer's book which will also include alist Souk : 
of ‘all. persons entering offices on Saturdays » one copy of | cig Adnini strative a. 


Order Box copy of cra Seouri ty Rogulations 9. RESTRICTED per sonne).. 


a ‘rosters, and necessary telephone: directories, . 
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&, The duty officor ‘Ox his assistant will report to the Secretary to 


the Director, Room 2165, at 1600 hours on the Friday preceding Saturday and 


 Suriday duty or on tho day preceding holiday duty to be briefed relative to 


the use of telephones and to receive any special instructions relative to 
the Director's office. 
Ve Duty officers and assistants are authorized to exchange tours of 
duty with other appropriate personnel; however, responsibility rests ae 
the individual detailed to report to the Executive for P&A by 1200 hours on 
Friday preceding the tour of duty the name of the person to relieve him, 
8. The duty officer will make a thorough security check at 1700 hours uae 


f ffices 3 : 
of ai ottices in th ena nave toon opened 5a, 


during the day in compliance with paragraph 10, Security Regulations, CIG. 


Any person who enters his office in the oo en for 


purposes of work on Saturdays » Sundays, or Holidays will notify the. duty 
officer, who for secuiey purposes, will list the arrivals and .departures. 
in -the duty officer's book. 


?e The duty officer's book will contain nothing higher than RESTRICTED 


material and at the completion of each tour of duty, will be left on the 


desk of the Secretary to the Director in Room 2165 after which the room will | 


be locked. All other classified material will be placed in the duty officer's: 


personal safe at 1700 hours on the day of duty and turned over to Central 
Records for distribution by 0845 the following normal work days - 

| 10. All civilian personne]. who are detailed for this duty will be 

gi. ven compensatory time off or will be paid overtime as elected by the 


individual concerned consistent with Civil Service regulations. 
25X1A 


Colonel, AGD 
Executive for Personnel 
and Administration 
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